Historic,  Archive  Document 

Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 


Food  Distribution  Administration 
Vfashington,  D,  C. 

January  30,  1943 

P2r.S0:-Tl^SL  DIVISION  KSMOPju^DITK  L^C.  3 
Supplement  llo,  1 

"To:  Branch  and  Division  Chiefs,  Hegional  Administratorc, 

and  all  employees  of  FDA 

From:  Frederick  C,  Mci-lillen,  Chief,  Personnel  Division 

Subject:        Promotion  Policy 


Evoryi'/here  in  the  Adsiini  strati  on  there  has  been  much  reorganization 
and,  as  we  all  knov/,  there  is  still  imch  turnover  in  personnel.  It 
is  essential  that  there  be  no  ni sunders tanding  any\':here  regarding 
proDotions  and  the  manner  in  which  they  are  effected.     Of  course, 
different  positions  require  different  types  of  people  and  no  set  of 
qualifications  will  fit  every  position  which  becomes  available.  An 
employee's  capability,  personality  traits  and  his  past  performance 
of  duties  are  fa^ctors  which  must  be  considered  in  connection  with 
any  promotion.     The  length  of  time  an  employee  has  been  in  the  Federal 
Service  and  the  length  of  tim.e  he  has  been  on  a  particular  job  cer- 
tainl;/  should  be  considered.     Naturally,  these  factors  must  bo  con- 
sidered as  a  whole  and  applied  vdth  reasonable  elasticity* 

Promotions  cannot  be  given  solely  on  a  supervisor's  rccomm^ondation. 
The  availr.bility  of  funds,  the  expansion  of  other  activities,  the 
resignation  or  transfer  of  employees,  the  availability  of  other  can- 
didates for  a  position           all  must  be  considered  by  the  adminis- 
trative officials  of  the  Administration,  by  the  Personnel  Division 
of  the  Administration,  by  the  Personnel  Office  of  the  Office  of  the 
Secretary  a,nd  by  the  Civil  Service  Conimission.     It  is  necessary  that 
all  supervisors  keep  these  facts  in  mdnd  v/hen  they  are  ta,lking  to 
employees  about  possible  promotions,  because  the  momentary  good  v;ill 
earned  by  a  supervisor  on  his  promise  of  a  promotion  will  be  impaired 
by  the  subsequent  loss  of  prestige  .and  respect  if  the  promotion  does 
not  go  through.     Consequently,  it  is  a,  good  idea  for  supervisors  to 
be  careful  that  they  r^ake  clear  to  employees  under  their  supervision 
that  they  can  do  no  more  than  recorjnend  a  promotion,  i  The  act'oal 
promotion  will  be  effected  by  others. 


'Every  e^rplovee  should  realize  that  his  supervisor  is  constantly  con- 
sidering him  for  promotion  even  though  he  has  submitted  no  formal 
explication.     It  prohahly  has  come  to  every  employee's  attention  that 
some  person,  to  his  surprise,  vas  packed  up  and  moved  to  a  definitely 
more-;  responsihlo  job.     Someone  knows  v^hat  >re  -  ..-e  doing  s.nd  the  way 
ve  do  our  joh  now  \;ill  prohahly  determine  whether  we  get  a  "better  joh. 
With  the  present  rapid  turnover  there  is  a  tendencjr  on  everyone's 
part  to  think  in  terms  of  "being  promoted  more  quickly  than  was  pos- 
sible, before  the  var.     It  is  important  to  realize  that  x\re  cannot  erpect 
a  better  .job  luitil  -we  knov  our  present  one. 

It  is  the  wish  of  the  Adm.inis tration  that  ea-ch  emplo?/ce  be  placed  in 
the  position  whore  his  capacities  will  be  bc-st  used  and  where  he  will 
be  happiest,     The  fact  rer.ains,  however,  that  we  have  a  job  to'  do  and 
if  our  capacitie  s  ce^i  best  be  usrod  in  doing  a  job  slightly  distasteful 
to  us  ve  must  not  be  too  particular.    Nevertheless,  if  an  employee  feels 
that  he  has  been  discriminated  againrt  or  that  his  real  capacities  are 
being  overlooked,  he  should  feel  perfectly  free  to  discuss  the  matter 
with  his  supervisor,  v;ith  his  Administrative  Officer  or  his  Branch  or 
Division  leader  and  with  the  Personnel  Division  if  he  feels  -the  need 
for  further  di.n.'.ussi"on.     In  the  field  service,  an  ^n^loyee  should  talk 
to' his  supervisor  first  and  then  contact  his  Hegional  Personnel  Officer. 


Chief,  Personnel  Division 
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